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Records Visposition Branch Accomplishments
5 July - June 1959
FY 1959

FLLING:

Revised and republished Handbook for Bubject Filing as unclassified
tralaing manual. ’

Monitored and inproved Filing course for inductees giveu by OTR/CT.
Assisted in preparing new temtbook, leason plans, practice and test matarials,
visual aids, demonstrator file, and student kits. .

Improved RMS training in filing by estsblishding a demonstrator file;
conducting visits of Training instructors, area records officers and file
trainses to file establishments in CIA and other select Federal agencies;
preparing aster card index for Handbook for Subject Filing; preparing 1l
color slides (35 mm and Vu-graph) on Subject Filing.

Reviewsd Functional Filing ayaten proposed for Office of Communications
based on Regulations numbering systen

STAT

Predecessor Agency Rgcords:

An inventory of the 0SSand COI records has been made for the
purpose of eveluating them from an srchival point of view. Project is
in process.

C.3 Support Records

Apreiel - WAL So0s B vk, ABP A SoNBRaT R tgmittes to

develop a standard file and disposition plan for DD/P Support records. 4 proposed




STAT

STAT

STAT
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RDBranch

SHELF FILING

Plans and spscilicatlons wers accepted but due to a strike A
delivery of equipnent is held up
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VITAL MATERIALS

STAT

Visited 6 Federal agencies to study their vitel naterials programs.
In 2ddition, £ trips were made to the relocation facilitiea of the Department.
of State and the Office of Civilian Defense and Mobilizabion.
There were 689 visitors to the repository including 165 during
Opsration Alert. Specisl briefings wers given to the EIC Group headed I_‘_é:l STAT
STAT Fxecutive Secretary and to a group of 17 from 0SI, 13 from DDP,and 2
' from ORR. ‘

STAT

Several indexes wers installed to facilitate the search of specifics
in file.

File Clean-up Campaign 1in OCR

The file clean-up campailgn resulted in first-year savings of
$147,600. As a result of the compaign 74 pileces of filing equipment (replace-~
ment value $19,587) were turned in; released 431 sq ft floor space; destroyed
616 cu.ft. of records at headquarters and 993 cu. ft. of OCR records at the ,
Records Center; retired 1,288 cu. £t of inactive records. The records retired from
and destroyed at headquarters were housed in 238 L-dr legal safes.

Survey of Agency'z unused Safes

~ The survey conducted in March 1959 resulted in returning to Stock or
transferring to other offices 9 safes valued at $3,942. Area Records Officers
recommended that the survey be made annually.

Survey of Service Calls procedded by the Records Center.
The survey conducted June 1959 brought about improved service and
control of excess requests at point of origin.
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Equipment contd

STAT
general Counsel
Compl ated floor plana for the Law Library in the flewhgency Building.
the Plans included a conference area, filing sreu and desk space for the
1ibrarian, Also concurred in & request for a emall vault room adjacent to thw
Library.
Orientation and Training of ARO's  from:
DD/P
Parsonnel
ORR
oot
FBID
Three membérs of the ataff have completed courses in RecordsManegsnent
condunted by National Archives and American University.
STAT
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